
 SPACE  GUIDELINES

An average of 200 square feet shall be the goal in space planning for the typical office
environment.  The average will fluctuate due to a number of factors.  The average will increase
due to the inclusion of: board rooms, hearing rooms, large file rooms, computer rooms, large
waiting rooms, public hallways toilets and certain building conditions.  Stairways, elevators and
vertical penetrations are never included in leasable square foot.

Generally the lower the staff numbers, the higher the average square footage; the higher the staff
numbers, the lower the average square footage.

The individual position standards shown below are for planning purposes and may change due to
pre-existing conditions (building structure, fixtures, room enclosures, etc.).

a. Enclosed Offices

Constitutional Officers:    400 sq. ft.

Agency Heads
(more than 800 employees) 400 sq. ft.
(less than 800 employees) 350 sq. ft.

Agency Deputy
(more than 800 employees) 350 sq. ft.
(less than 800 employees) 300 sq. ft.

Division Directors
(more than 150 employees) 300 sq. ft.
(50 to 150 employees) 250 sq. ft.
(less than 50 employees) 200 sq. ft.

Deputy Directors, managers & Supervisors
(more than 25 employees) 200 sq. ft.
(12 - 25 employees) 175 sq. ft.
(less than 12 employees) 150 sq. ft.

Professional Staff 100 to 120 sq. ft.

b. Open Office System

Manager/Supervisor     125 sq. ft.
Professional 85 sq. ft.
Clerical 50 sq. ft.
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Conference/Meeting Rooms   20 sq. ft.

Classroom/Training Rooms
With chairs only   10 sq. ft.
With desk/table and chair   20 sq. ft.

Reception/Waiting Room (Average visitor load per day)
Per person   10 sq. ft.

Exhibit Areas (internal duplicating libraries,
mail rooms, supply rooms, etc.) - Actual measurement
of equipment, plus circulation

d. File and Computer Rooms

Determine room size based on equipment and circulation space required.

Page 2 of 2

Common-Function Areasc.


Microsoft Word -  space guidelines.doc
DOAS
D:20061206152608- 05'00'
D:20061206154100- 05'00'
 SPACE  GUIDELINES
An average of 200 square feet shall be the goal in space planning for the typical office 
environment.  The average will fluctuate due to a number of factors.  The average will increase 
due to the inclusion of: board rooms, hearing rooms, large file rooms, computer rooms, large 
waiting rooms, public hallways toilets and certain building conditions.  Stairways, elevators and 
vertical penetrations are never included in leasable square foot. 
Generally the lower the staff numbers, the higher the average square footage; the higher the staff 
numbers, the lower the average square footage. 
The individual position standards shown below are for planning purposes and may change due to 
pre-existing conditions (building structure, fixtures, room enclosures, etc.).
a. 
Enclosed Offices
Constitutional 
Officers:                                        400 
sq. 
ft. 
Agency Heads 
(more than 800 employees) 
400 sq. ft. 
(less than 800 employees) 
350 sq. ft. 
Agency Deputy 
(more than 800 employees) 
350 sq. ft. 
(less than 800 employees) 
300 sq. ft. 
Division Directors 
(more than 150 employees) 
300 sq. ft. 
(50 to 150 employees)  
250 sq. ft. 
(less than 50 employees) 
200 sq. ft. 
Deputy Directors, managers & Supervisors 
(more than 25 employees) 
200 sq. ft. 
(12 - 25 employees) 
175 sq. ft. 
(less than 12 employees) 
150 sq. ft. 
Professional Staff 
100 to 120 sq. ft. 
b. 
Open Office System
Manager/Supervisor 
                                        125 
sq. 
ft. 
Professional 
85 
sq. 
ft. 
Clerical       
50 
sq. 
ft. 
Page 1 of 2 
Conference/Meeting Rooms   
  20 sq. ft. 
Classroom/Training Rooms 
With chairs only 
  10 sq. ft. 
With desk/table and chair 
  20 sq. ft. 
Reception/Waiting Room (Average visitor load per day) 
Per person 
  10 sq. ft. 
Exhibit Areas (internal duplicating libraries, 
mail rooms, supply rooms, etc.) - Actual measurement 
of equipment, plus circulation 
d. 
File and Computer Rooms
Determine room size based on equipment and circulation space required. 
Page 2 of 2
Common-Function Areas
c. 

